




To work in an organization that would enable me to use my work experience and my knowledge for the betterment of the company, whilst focusing on the development of my career. I have the ability to work under pressure and in any sort of environment.

1) Toyota Garden Motors  (Lahore Pakistan) January to October 2013 

Description of Company:
Toyota Garden Motors in an authorized Dealership by Indus Motor Company and Customer Relations Department is a bridge between customer & company.
Customer Relation Officer
Responsibilities:
· Present and sell company products to current and potential clients.

· Develop and maintain knowledge of the packages offered by the company.

· Establish and maintain current client and potential client relationships.

· Manage account services through quality checks and other follow-ups.

· Identify and resolve client concerns.

· Prepare a variety of status reports including follow-ups and adherence to goals.

· Coordinate company staff to accomplish the work required to close sales.

· Follow up for collection of payment.

· Provide on-the-job training to new sales employees.
2) Manadus (Training & Services Company Lahore Pakistan) March to August 2012
Description of Company:
Manadus is a practice based and regional management consulting company focused on collaborating organizations in creating sustainable change. 

Customer service executive

Responsibilities:

· Responsible for Workshop Planning, Modules planning 

· Provide personalized customer service of the highest level.

· Build customers interest in the services offered by the company.
· Arrangement of the workshop 

· Business Development 
3) Business Concern Company (Construction Company, Lahore Pakistan) June 12, 2005 – June 30, 2008
Description of Company:

 Business concern is independently owned construction company.
Human Resource Supervisor

Responsibilities:

·  Responsible for the continuing  education, training, and certification of new and experienced employees.

· Workforce Management (Scheduling)

· Recruitment, development & HR Planning

· Taught employees new and more efficient ways to perform their jobs 

· Maintains human resource staff by recruiting, selecting, orienting, and training employees.
· Employee Record 
· Orientation on-job & workshop trainings
· Maintains human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.


· M.S in Human Resource Development (by research Continue 2014 till up to date) 

University of Technology Malaysia

· M.B.A Executive (2010-2012) 
Specialization in Marketing 

University of Central Punjab (Pakistan)
· Bachelor of Arts ( 2004-2006)
Punjab University 
· Hafiz-a-Quran (1999):
 International Academy Rawalpindi

· Cisco Certified Network Associate (CCNA) 2013 Corvit College Lahore Pakistan
· Linux (basic diploma) 2013 Corvit College Lahore Pakistan
· CCT (Call Centre training), Brains College Lahore (2009)
· ITB (Computer Diploma) (2008) Brains College Lahore

· Effective communication/ Interpersonal skills.

· Effective public relations and public speaking skills 

· New Client opportunities

· Team Building

· Goal-Oriented
· Individual and Group Coaching & Feedback

· Organizing  & Delivering Trainings in Workshops

· MS office 
· Spss software
· Verbal Communication

· Written Communication
Languages

· English(Advance)

· Urdu (Advance)

· Punjabi (Native)

· Malay (beginner)

· Arabic (beginner) 
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Academic Qualifications





Professional courses





Professional Skills





Other Skills & Proficiency 











